6.0

Filing a New Case

One of the benefits of Electronic Case Filing user permissionsis the ability to
file anew case electronically viathe internet and receive a case number upon
completion of your filing. This section will outline the steps involved in filing
anew casein ECF.

Some attorneys use software to prepare new cases for filing, so some of the
steps outlined in this section will differ, depending on the software you may
be using. Be sure that whatever software you are using adheres to filing re-
guirements.

The District of Utah requires that the Petition and Statement of Financial
Affairsand Schedules appear as separate document entries on the docket
sheet. Entering a Statement of Social Security Number using Form B21, isa
requirement as of 12/1/03.

This chapter will cover:

Filing a new Bankruptcy Case
Assigning a Judge and Trustee
Filing an Involuntary Case

Filing a new Adversary Proceeding
Issued Summons
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Open a New Bankruptcy
Case

As mentioned on the previous page, the District of Utah requires that the Petition
and Statement of Financial Affairsand Schedules appear as separate document
entries on the court docket. If you are using case opening software, the filing of the
statement s and schedules, creditor matrix and plan may be accomplished by the
application software. If so, be sure that whatever software you are using adheres to
filing requirements.

A Statement of Social Security Number, using Form B21, isrequired as of
12/1/03. This docketing event can be found in the Other Category.

STEP1 Select Open a BK Case from the Bankruptcy menu
option. The registered user will then type in and verify
the case information required on each screen. On the first screen
you will identify the case chapter and whether the case isajoint
filing (seeFigurel).

Click [Next]
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Open New Bankruptcy Case

Case type [bk
Date filed 6/19/2003
Chapter 7 1
Joint Petition |y |
Deficiencies n ]

i S
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Figurel
STEP 2 Create your party as outlined in section 4.2: Creating a
Party.

When creating a party record for the Joint Debtor,
select Debtor as Roletype, not Joint Debtor.

The District of Utah does
not use the Deficiency
field, so you would leave
it defaultedto“ n”.

Remember: You must
create a new party re-
cord for new casesto
prevent an incorrect
party from being se-
lected.
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If you select theinstall-
ment option from the

Click on [Next] at Divisional Office screen.
STEP3 Select the Type of Debtor and the remaining fields shown
in figure 2.

Fee Statusfield:
When you are filing a case in installments, you must complete
an Application to Pay in Installments. Installment cases filed
electronically can have only two payments on the application.
The installment amounts are required as follows. These
amounts must be entered in the fee field discussed in Step 4:

Chapter 1st Installment 2nd I nstallment
Chapter 7 $105.00 $104.00
Chapter 13 $ 97.00 $ 97.00
Chapter 11 $420.00 $419.00

Asset Noticefield:
If you arefiling achapter 7, the Asset Notice field will be
always N on this screen Chapter 13 you must changeto Y.

Click on [Next] to continue to next screen.
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STEP4 If you selected the installment option, it will be necessary to Total payment amount will

enter the payment amount required (shown on previous be entered automatically
. based on chapter you are
screen). If you do not change the fee field to match your filing. If filing feeisto be
installment application, the total amount will be charged to ininstallments, enter the
your card. payment amount required
in the feefield. Then be
STEP5 Browse for your PDF using the procedure outlined in sure to complete a Pay
section 2.4: Attaching a PDF Document Filing Feein I nstaliment
o g : event so the case can be
) processed by the court and
Click on[Next]. the Order Approving In-
stallment Application can
be signed.
Although, you will see a screen similar to the onein Figure 3, your trans-
action is not committed until after the screen that follows (see Figure 4).
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Attention!! Subimtting this screen compmts this transaction. You will have
no further opportunity to modify thes subrmssion if vou contmue.
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STEP6 Review the Final Docket Text screen before submitting the

case. By clicking on the [Next] button in Figure 4, the case
will be sent to the court’ s database.

Usersare strongly en- STEP7 The fee payment options will appear in the pop- up window.
couraged to pay all Select your payment option. See sections 9: Inter net
filing fees by the end of Credit Card Processing and section 10: ECF Utilities, for

each day. further information on credit card processing and on-line
payments.
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Open New Bankruptcy Case

Docket Text: Final Text

Chapter 7 Voluntary Petition. Receipt Number: CC Fee
Amount 3200 Filed by Jesse Lee James (mmbaty, )

Attention!! Submitting this screen commits this transaction.

Y ou will have no further opportunity to modify this submission
il you continue.
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The case number assigned to the case will be displayed
on the Electronic Notification screen (see Figure 5).

% Doty al Ulah - T Dsadear - Retcas

4 # I 4 = m S & O il H
3 Bach Roked  Howa  Samch Hotows  Ped Bpcardy Shep
'_ HAireeidnrage [ weikal [ ek Pege S teleaFume () Doeslagd W Colerda Y Oharrr
0 o ectrabs K Locston e o it acoats gerig-beogn B ETTAODESIET L_TIL_OH ] T whata Feoterd

Hanloruptoy

District of Utah

MNotice of Bankruptey Case Filing

The following transaction was received from mmbaty, entered on 6/19/2003
at 1:05 PM MDT and filed on 6/19/2003

Case Name: Jezse Lee James
Case Number: 03-25638
Document Number: 1

Docket Text:

Chapter 7 Voluntary Petition. Receipt Number: CC Fee Amount 5200 Filed
by Jesse Lee James (mmbaty, )
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Figure5b

Upon completion of filing the case, and receiving the new case number,
you would then go back to the Bankruptcy menu option and continue to
file the Statements and Schedules (and Chapter 13 Plan, if necessary).

Statement of Financial Affairs and Schedules are submitted as one docu-
ment, found in the Other category. The Chapter 13 Plan event can be
found under the Plan category.
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Judge/Trustee Assignment

Selecting the Judge/ Trustee Assign option, shown in Figure 6, will assign a
judge and trustee in al cases entered for that login.

The attorney users may want to select this option after entering all cases for

that day. If you have multiple user accounts, you will need to login to each

account and request the assignment separately. |If the user does not click on
Be sure to request Judge/Trustee Assign, the system will automatically assign the parties to the
assignment of your casesfiled at the end of the day.

judge and trustee
for each login used.
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Figure 7 is an example of the screen that appears. Thelist is displayed by
case number. It will also include the debtor(s) name, then the judge and
trustee assigned to the case. The column for 341 Mesting is blank at this
time. Depending on what changes are made to the ECF system in the fu-
ture, this field may provide the 341 hearing date and time when the judge

and the trustee are assigned.

#; Dagtict of Ulah - Brs Datsbuas - B
_Eh I8 Yew 0 [owossodo Heh

| A4 # B A . m S & O3 i
Bk Flzad  Feea Gamh Saoudm thep

Heirem Pl

: Birtant arrage 3] winthlal B e O Pacps 3 ValeaFugen (3] Dovsloed B Calerddar 25 Charmeke
T mockei ) Cealion i) e i it eccats o og B kope f S 0A PORBGE00 L_316_D1

This may take a few minutes... Please be patient. A confirmation screen will
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Open An Involuntary
Case

Aninvoluntary petition isfiled by creditors against an alleged debtor to
force that party into bankruptcy under either chapter 7 or chapter 11.
Neither alist of creditors nor a customary schedules are required when
the petition isfiled. The alleged debtor is served a summons which
must be answered within 20 days of service of the summons. If and
when ajudge enters an order for relief, the trustee will be assigned and
the 341 meeting of creditors and appropriate deadlines will be set. The
case continues as a typical bankruptcy case under either chapter 7 or 11.

STEP1

The datefield is entered auto-
matically and the deficiency
field isleft at the default of [n]. STEP?2

STEP3

Select Open an Involuntary Case under the Bankruptcy
menu option.

Enter chapter and joint petition information in the first
screen.

Search for an existing party record as outlined in section
4. Adding/Creating a Party. Create the party record if
aNo Person Found message appears.

Adding the Petitioning Creditors before adding the
alleged debtor is recommended.

U.S. Bankruptcy Court-District of Utah
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Click on [Next] at Divisional Office screen.

The following screen will remind the filer to change the
Voluntary field to Involuntary (see Figure 1).
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Change the Voluntary field to INVOLUNTARY on the next
ECIMEN.
Met | Clear
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Figurel
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STEP4 Enter the information from the petition in the Statistical
Data screen. (See Figure 2).

Select the Type of Debtor by clicking in the appropri-
ate box.

Select the Fee Status value.

Designate the Nature of Debt as Consumer or Busi-

ness.

Select the Involuntary option.

Leave the Origin field at default.

Select [NO] for the Asset Notice designation.

Leave the Estimated Creditors, Estimated Assets and
Estimated Debts at the default values since this infor-
mation is not known.
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STEPS Select the appropriate Involuntary Petition option for
an attorney user (see Figure 3).
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Irvaluntary Petition (Chapter 11) (court user)
Involuntary Petition (Chapter 7y(court user)
Involuntary Petiion (Chapter 11){attomey user

rvaluntary Petition (Chapter 7){attorney user)

Figure3
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STEP7 The final text screen will show the Petitioning Creditors
as the parties filing the case. Review the final text and
submit case to the court. The case number will be dis
played on the Electronic Notification screen.

STEPS8 The fee payment options will appear in the pop- up window.
Select your option. See sections 9 and 10 for further in
formation on credit card processing and ortline payments.
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Open aNew Adversary
Proceeding

Y ou will notice exceptions to some standard procedures discussed in
previous sections when filing a new adversary proceeding. Be sure to
follow the instructions very closely.

STEP1 Select Open an AP Case under the Adversary menu option.
The first screen will default to Casetypeapand y for a
Complaint. To file an adversary case click [Next] and
continue.

STEP 2 Enter the main bankruptcy case number, to which this
adversary case is related, in the Lead case number field.
The Association type will default to Adversary. Click on
the [Next] button.

The screen that follows will display the division assigned
to the case based on the lead case division assignment.
Click the [Next] button.

U.S. Bankruptcy Court-District of Utah %] December 12, 2003
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STEP3

The Sear ch for a Party screen will appear next. When fil
ing a new adversary, you must always add the Plaintiff(s)
and Defendant(s) by creating a new party record, using
the procedures outlined in Section 4.2: Creating a Party.
Do not enter an address for Plaintiff and Defendant.

Asindicated in the
Important Note on
previous page, the
procedures for adding
aparty record and the
attorney for the plain-
tiff differ from previ-

Y ou will be required to record the attorney for the plaintiff Ous sections.
in the case by clicking the [Attorney] button as shown in
Figure 1. You will only enter the attorney for plaintiff
not defendant. Y ou don’'t want to assume who will enter an
appearance in the adversary proceeding for the defendant.
s i g o G W T -~
B e e R e e el R P B
T s " ckrmuks b Lcators s bt et parcg g #7280 A BRESTITT L1001 A e P
SECF v
Farty Information i
Wells Fargo Bank SSN:Unknown
Office | Address 1 |
Address 2 | Address 3 |
ciy [ state [ Zip |
County | k| Country |
Phone l— Fax l—
E-mail |
ProSe o 4 Role [Flainti (plapty) i
Party text |
ooy | [ ANas. | RS i e Sub st
Submit | Cancel | Clear | 2
5 == [eocarmev. Tua ik e ~1-.
Figurel
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If your attorney recordin
the court’ s database is not
accurate, you should up-
date your party record for
all casesthroughthe
Utilities menu option
rather than at this point.

If search results provide
mor e than one name,
highlight each name and a
pop-up window will dis-
play each party record on
file and allow thefiler to
select the correct party.

STEP4 The Sear ch for an Attorney screen will alow you to enter

your bar 1d or use your last name to find your party
record in the court’s database. Highlight the attorney and
click on [Select Name from List] (see Figure 2).

¥ Dastnct af Uah - Tsam D alsbsne - Meiccaps

Fie v Yeww B Cosmmecond - Hol

| A4 & @ % a2 @9 S 3 @3 @®
| Bad Adwd  How  Hawrh Aebcass  Pmd bpomly  Shp

'_ Bt Horegs T iiiiad [ Aadn [‘JP-uplu _E'rir_-Pqn H[ln-mud 13 Pk _“.I!r-nn

T Bkt Dt e oo amn it oo pere g b g P 200 10T TL,_S16_1 -] AT s Fosiod

Search for an attorney =
Bar Id

Last name

Search | Clear

Altorney search results
Terry, Richard -

s
Select name from list

Create new attorney

T Dt [ire PR "I I [ I

Figure2

The screen that follows will display the attorney record on file. Click the
[Add Attorney] button. You will be returned to the Party Information
screen. |If al information has been added correctly, click on the [Submit]
button. The Search for a Party screen will reappear. If al parties for
the case have been added then click on the [End Party Selection] button
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STEPS5 Enter the information specific to your case on the screen
shown in Figure 3. Click the [Next] button.
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STEP6 To browse and attach the document refer to section 2.4:
Attaching a PDF Document. Click on the [Next] button.

Although, you will see a screen similar to the onein Figure 3, on page 74,
your transaction is not committed until after the screen that follows (see
Figure4).

STEP7 Verify your fina text information and click on the [Next]
button to send the new adversary case to the court.
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The fee payment options will appear in the pop- up window. Users are strongly en-

Select your payment option. See sections 9: Internet Credit fﬁ”;:g:g“iﬁ:gnﬂ'g"
Card Processing and section 10: ECF Utilities, for further i dayy
information on credit card processing and on-line payments.
The adversary case number, assigned to your case, will be dis
played on the Electronic Notification screen (see Figure 5).
The main bankruptcy number associated with the adversary,
will be displayed below the adversary number.
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Document Numlrer: |
Case Name: Chantz]l 8 Oakes
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| ssuance of Summons

Upon completion of an adversary case, the Report of Electronic Mail-
ing will now include an additional section for the summons. The user
may select the Summons Issued hyperlink that has been added to the
Report of Electronic Mailing upon completion of a new adversary case,
or the summons entry that is entered on the adversary case docket, to
access the issued summons (see figure 1).
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Information, such as the lead case, plaintiff, defendant, address of the
clerk’s office and attorney for plaintiff, is extracted from the case and in-
serted on the summons form, shown in Figure 2. The second page of the
summons is provided for return of service. The user simply prints the

summons to be served.

The answer deadline for the automatic summonsis calculated from
the date the adversary caseisfiled. If service is not provided within the
deadline period, a manual summons will be prepared by the Court.
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NOTES
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